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FLEET PARTSSPECIALIST | Class No. 002648
FLEET PARTSSPECIALIST 11 Class No. 002647
FLEET PARTSSPECIALIST |1 Class No. 002646

DEFINITION:

To research, order, receive, issue, inventory and deliver materials, supplies, and equipment used to maintain the
county fleet and its support operations; and to perform related work.

DISTINGUISHING CHARACTERISTICS:

Fleet Parts Specialist is a specialized storekeeping class series allocated only to the Department of General Services,
Fleet Management Division. Fleet Parts Specialists are assigned to a central fleet warehouse or a satellite storeroom
supplying automotive, truck, heavy equipment and industria parts, supplies and equipment used in fleet vehicle
maintenance.

Fleet Parts Specialist I:

This is first working-level class in the Fleet Parts Specialist series. Under general supervision, incunmbents
independently research, order, receive, store, issue, and inventory automotive parts and supplies to repair staff or
outlying facilities.

Fleet Parts Specialist I1:

This is the journey-level class in the series. Under general supervision, incumbents report to the Fleet Parts
Specialist Il and/or the Team Leader, or Fleet Regional Manager and are responsible for automotive storeroom
operations in a fleet shop(s). Positions in this class will be assigned to a specialized store unit, a satellite storeroom
operation, and/or in the Department; and will be involved in more complex duties.

Fleet Parts Specialist I11:

Thisisthe highest classin the Fleet Parts Specialist class series. Under general supervision, incumbents report to the
Team Leader or the Fleet Regional Manager and are responsible for directing the operation of the Fleet Services
stores section, which includes several satellite storerooms. This class differs from Fleet Parts Specialist 11 in that it
provides first-line supervision over subordinate Fleet Parts Specialists, stock clerks and other classes assigned work
in the Fleet Stores Section.

EXAMPLES OF DUTIES:

Researches, orders and receives automotive, truck, construction, and industrial parts, supplies and equipment;
checks receipts against purchase orders, to ensure accuracy and completeness of items received; collects item
specifications and prepares requisition forms; researches regquested items from vendors technical catalogues; selects
appropriate quality and quantity of items according to specifications; operates forklift, other material-handling
equipment and delivery trucks; issues and stages items for delivery by preparing supplies for mailing or shipment;
delivers items to designated delivery points; electronically issues parts, disposes or arranges for the disposal or
transfer of non-essential or unusable items; monitors stocking levels and updates inventory records or status of
items, maintains inventory of items by performing periodic physical inventory; maintains manual and automated
records, files and automated reports of stock received and issued; cleans and performs minor repairs to equipment or
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orders repair services for damaged items; assembles and disassembles shelves, racks and other storage areas;
maintains the cleanliness and order of the storeroom; answers telephone inquiries on item status, price and
description; may plan, direct, coordinate, assign and train Stock Clerks or other storeroom support staff; purchases,
monitors, and reconciles procurement card purchases; and maintains automated inventory databases.

Fleet Parts Specialist I1:

All of the duties listed above and: performs physical inventory and inputs information to stores automated and
manual logs, records, and reports; determines the re-usability of items and recommends disposal action; prepares
requisitions, and contacts vendors to follow-up on purchase orders and to solve discrepancies; prepares monthly
statistical reports; designs and establishes storage layout plans; answers inquiries regarding item specifications or
issue/delivery status, plans and assigns work, trains and assists in evauating the work of subordinate
warehousing/storeroom staff; maintains manual and powered material-handling equipment; reviews, establishes, and
computes stock levels.

Fleet Parts Specialist 111:

All of the duties listed above and: plans, directs, coordinates, assigns, trains and evaluates the work of subordinate
storekeeping, clerical and delivery staff assigned to fleet storekeeping operations; reviews, establishes, and
computes stock levels; prepares monthly statistical reports; designs and establishes storage layout plans; and updates
stores catal ogues.

MINIMUM QUALIFICATIONS:

Knowledge Level: T =Thorough; G = Generd; -- = Not Applicable.

Classification Level: | = Fleet Parts Specialist |
Il = Fleet Parts Specialist I
[l = Fleet Parts Specialist I11

Knowledge of:
L mu

T T T Automotive, truck, construction, and industrial parts availability and research methods.

T T T Storekeeping methods and procedures including receiving, ordering, storing, inventorying,
and disposing of materials, supplies, and equipment.

T T T Automated and manual inventory control and record keeping practices and methods.

T T T Proper lifting and storekeeping saf ety practices.

G T T Warehousing methods and procedures applicable to awide variety of materials and
supplies.

G G T Electronic or automated material control procedures, practices, and methods.

G G T Forklift and other materials-handling equipment operation and maintenance.

- G T Supervision and training principles and techniques.

- G T Facilities Management Information Systems (FMIS).

- - G The General Management System in principle and practice.

Skills and Abilitiesto:

Thefollowing apply to all classes:

— Research, order, receive, store, issue, and deliver automotive, truck, construction, and industrial parts,
supplies and equipment.

— Operate a forklift and materials-handling equipment to store, pull, move and stage a variety of materia
supplies and equipment.
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—  Prepare, review and process requisitions, purchase orders and other required forms.

— Maintain inventory control of storeroom/warehouse items.

— Maintain accurate automated and manual records and files.

—  Establish and maintain maximum-minimum stock criteria.

— Maintain an efficient storage layout in stores areas.

—  Correctly identify items according to description, price, quantity, and use.

—  Operate standard office equipment including (i.e. computer terminal, typewriter, calculator and photocopier).
— Lift heavy objects and perform manual physical work for prolonged time periods.

—  Perform basic arithmetic calculations.

— Assign and train subordinate staff.

— Repair damaged items and assembl e/disassembl e storage shel ves.

— Read, understand, and follow oral and written English instructions and storekeeping procedures.
— Effectively communicatein oral and written form.

Fleet Parts Specialist 11 (in addition to the above):

— Use both manual and automated methods to research and select requested items from vendor technical
catalogues and inventory records.
— Analyzeinventory reports and information.

Fleet Parts Specialist 11 (in addition to the above)

— Direct and maintain the operation of afleet warehouse and satellite storerooms.

—  Determine and maintain adequate stock levels.

—  Order and maintain current technical catalogues.

— Design, organize and maintain an efficient storage layout.

— Plan, direct, coordinate, and train the work of subordinate staff performing storekeeping duties.
—  Prepare periodic and special reports.

EDUCATION/EXPERIENCE:

Education, training, and/or experience, which clearly demonstrate possession of the knowledge, skills and abilities
stated above. Examples of qualifying experience are:

Fleet Parts Specialist I:

Two (2) years of automotive storekeeping/warehousing experience consisting of researching, ordering, receiving,
storing and issuing awide variety of automotive, truck, construction, and industrial parts, supplies and equipment.

Fleet Parts Specialist I1:

1. Three (3) years of automotive storekeeping/warehousing experience consisting of researching, ordering,
receiving, storing and issuing a wide variety of automotive, truck, construction, and industrial parts, supplies
and equipment; OR,

2. One (1) year of experience asFleet Parts Specialist | in the County of San Diego.

Fleet Parts Specialist I11:

1. Four (4) years of automotive storekeeping/warehousing experience consisting of researching, ordering,
receiving, storing and issuing a wide variety of automotive, truck, construction, and industrial parts, supplies
and equipment; AND, two (2) years of the lead worker/supervisory experience; OR,

2. Two (2) years of experience as Fleet Parts Specialist 11 in the County of San Diego.
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SPECIAL NOTES, LICENSES, OR REQUIREMENTS:

Licenses (all levels):

A valid Cdlifornia Class C driver'slicense is required at the time of appointment and must be maintained throughout
employment in this class. Possession of avalid California Class B driver’slicense within 12 months of appointment
is preferred.

Positions in this class series require the possession of a valid Certified Forklift Operator's License within thirty (30)
days after appointment.

Physical Requirements:

Incumbents use physical strength and agility on a continual basis. Incumbents climb ladders and stairs and lift heavy
objects frequently weighing 50 pounds and occasionally up to 70 pounds.

Probationary Period:

Incumbents appointed to permanent positions in these classes shall serve a probationary period of twelve months.
(Civil Service Rule 4.2.5).
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